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1." Administrative and mansgewent réporte conatitute a wajor portion

;7 our ever increasing pagerwork volume. To what extent can wve increasc the

vaiue of these reporis and provide siwpler and more difegt reporting methoda?
dow mauy of our reports duplicate othsr paperwork, or in other ways are non-
sonentinl?  What do our réports cost and are’ théy worth the expehditure? We

42 not have the ansvers for we have naver taken a searching look at thie
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Z. T have therefore requested the Chrief, Menagewent Staff to coordi-

smte 8 reports management program for the DD/ srew. As an ipitial step

vou mre asked 0 Survey your reporting raguirements to deterwine whereby 1m-
srovements ran be effected lumedigtely, apd to proyide the foundation for s
contiming propram. Enclesure 1 providas instruaotiops for this survey. Io-
termation uf & general nature. is contgirded in enclosures 2 through 6. A~

ticnel copies of ell enclosures way be obtaiped frow the Management .Staff.
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5. A DD/8 Reports Beview Panel copposed of the Records Manggement -
urricar for Reports, Mansgement Staff ab Cheirtan, anhd Réports Mandgewent
oriicers reprasenting Offices and Staffs, will reviaw all rezowmendstions on
i nter-07i toe end inter-§tafs reporte. Recommendatiope on intra-Office and
intra-Staff reports vill be reviawed at the Officg Direptor or Btaff Chief
imvel. The Management Staff will follow through én recommendations of the
“N/3 Reverts Review Pupel as sapproved by the DD/S, end will éssist you with

aE

the development of improvements resuliing from your surviys.

"%, ‘The target date for complsting your phsse of this survey is . -
' Rovember . Recotwendations developed within your office during this survey
will then be considered and acted ugon, and you vill ‘dstaplish proc¢dures.
~ar effective continuing control and isprovement of reports’ vithim your area.
ine Chief, Mapagesent Btaff will provide guidenive in eatablighing your Reports
?Iamgement mm‘-i . s a0t oo ~’-"7 : 1 ;,»‘._z’ : “ ;n!- . ~' i .
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